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FROM : Chief, O & M Gtaff, DD/P Arvea
SUBIECT ; Space and Equipmsnt Isventory, m. 25X1A

25X1A
. mmwyu.n;myammmwm_
has a;'m;tgﬁ certain changes should de made to scoonplish the following
ohjectives:

fliminate that office eguipment vhich is not beling nsut,

;g Im\r:‘tht the piscement of office equipment is such as to
» asxisus use of availsble floor spece; 7

orin the e) Srovide esch person with the type of office squipment

wmchh“a} mzzawswth;amwwi&mmmm

2. mmw'mmmins, therefore, it is recommended
thet the following changss be mede:

» 1) Twrn in one all tree. There is & six position coat
{n this room. |
m:a)n Turn in one 28°x36° m:;t and replace with one secretarial
desk typewriter vell on ri, from Room 2812.
3?%;&%%&::3 spaces in tais office not perm-
snantly oeccupied. These spaces ahoold be used before any
sdditionsl office space is reguested.

¥ 1) ﬁm cne 16°x36" table. This tedle 1s mot
setively being used.

e} Roos 2211
’ 1} mmmmwurstutmmnm
e '
Turn . . desk being used by a
md.afnm
ah:gsm 1?&5?1&& th cne sserstariel desk with type~
; 11 on laft from Room 2212.
'ﬁ?“;wpmﬂ:mmuménmmm
2213, wnmmmmwmwmwﬁmu
eorridor door. mmmn&wmmmmtm
.wﬂmmﬁ&mmwtmmvmm
2211 and 2213. This will more than provide for the extra
space pecded by the clevk-stano's secrotarisl desk. |
k) Turn in one 18"x36" msil table. Since the mail is
nandearried divectly to the secretaries in sach
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segtion, an "1in* box on the secretary's desk is all that
is needed.
5} %arn in one typewriter stand.

d} Room 2213 ,

1) Twn in one single pedestal desk being used by &
clerk-steno. Replace with ome secretarial desk with
typewriter well oa left from Poom 2212.

2; Send one typewriter stand to Room 202,

3} Move coe safe from the right of corridor deor and

ﬂmmwsmm“mmi&m}&#mM.
Move & third safe locsted to the laft of the corridor door
0 that the lomg side is against the eorridor wall and the

) Poom ZAe
1) Move one secretarial dssk vwith typawriter well on
the right to Rocm 2207. Turn im cne dmible pedestal desk.
Move to secretarial desks, with typswriter vells ou left
t0 Rooms 2211 and 2213. Reguisition four tables 60" x3A"
to replace the four desks remeved from this room. .
2) Turn in one standard typewriter that is not being used.

£) Room 220k |
1) Swithh the doudle podestal deck presently being used
By » seoretary-stenc with the secretarisl desk located
paxt o the doorway detwesn Fooms 2212 and 281h.
2) Turn in ons of two 187x36" mail tedles and eight
“35" bomes. Use upright sorting rack st ove 18'x36° mail table.
3} There sre thyee seating spaces in this room which are
oot permenently assigned. These gpaces should be used
vefore any additionsl office space is regquested. 25X1A9%a
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